DAP User Guide for Lenders

Chapter 4: A&E

Analysis

Release 1.4.1 April, 2001

CHAPTER FOUR - TABLE OF CONTENTS
Page
4 Architectural and ENQGINEEIING ....cooiuiiiiiiieiiiee et e e e e ee e snee e 4-1
4.1 REreVING ASSIGNMENTS.......eiiiiiiieiiieeetie et e e st e e st e e steeeasteeeesseeeessaeeessseeesnseeesseeeanns 4-4
4.2 Processing an A& E ANAYSIS......cooiiiiiiiiieeiie et 4-7
4.2.1 Starting and Ending an A& E ANAYSIS.....cooiiiiiiiiieie e 4-9
4.2.2  GENENEE TAD ...eiiiieiee e 4-10
4.2.3 ASSONMENE TAD ...oiiiiiiiiiie e 4-14
A28 SHE(S) T voveeeeeeeeeeee et ee e st 4-16
4241  General TaD....c.cooiiieeeee s 4-17
4242 Dwdling StructureS Tah........cccveeiiiiiiiieeee e 4-19
4.2.4.2.1 Copying Structure Information............ccceeveeeenieeeesieeenne. 4-25
4243  ACCESSOMES TAD...coiiiiieieiieeiee st 4-28
4244  Garages (Detached) Tab 4-31
4245  Other Structures Tab 4-34
4246  Recreationa FacilitieSTal .......ccceeviiiiieiiii e 4-37
4.24.7 UtHITIES TaD ..o 4-40
4.24.8 Unusual FeatUreS Tab .......cccocveiiiiiiiiieeieeee e 4-41
4.2.5 Unit Composition (ReVENUE) Tab .......cocuiiiiiiiiiiie e 4-42
4.2.6 Unit Composition (Non Revenue) Tah ........cccoveeeiiiieiiiin e 4-47
427 UNit AMENITIES T ..oueeeiieie e 4-52
4.2.8 Project AMENItIES Tab .....ccooiiiiiiiieiiie e 4-53
4.2.9 ProjeCt SEIVICES Tab......uuiiiieieiiiie ettt 4-54
T B (< 0] 1 SO UPPRPPR 4-55
4.4 Copying from Previous A& E ASSIGNMENE ......cccueiiiiiiiiieeeiee e 4-57




DAP User Guide for Lenders Chapter 4: A&E
Analysis
Release 1.4.1 April, 2001

iv-ii



DAP User Guide for Lenders

Release 1.4.1

Chapter 4: A&E
Analysis
April, 2001

Figure 4-1.
Figure 4-2.
Figure 4-3.
Figure 4-4.
Figure 4-5.
Figure 4-6.
Figure 4-4.
Figure 4-8.
Figure 4-9.

Figure 4-10.
Figure 4-11.
Figure 4-12.
Figure 4-13.
Figure 4-14.
Figure 4-15.
Figure 4-16.
Figure 4-14.
Figure 4-18.
Figure 4-109.
Figure 4-20.
Figure 4-21.
Figure 4-22.
Figure 4-23.
Figure 4-24.
Figure 4-25.
Figure 4-26.
Figure 4-24.
Figure 4-28.
Figure 4-29.
Figure 4-30.

LIST OF FIGURES

Page
Development Application Processing Window............ccooueeeierenieeeniieesieeesieens 4-2
Assignment List WINdOW (L Of 3) ..c.eeeeiiiiiiiieeee e 4-4
Assignment List WIindow (2 Of 3) .....eeeiiiiiiiieee e 4-5
Assignment List WIindow (3 0f 3) .....eeeiiiiiiiiieeeee e 4-5
GENEYAl WINCOW ...ttt et e e e e nnneas 4-8
General WIindow - General Tab ........occueeiiiiiiiieeie e 4-10
General NOtES WINAOW .....ccouviiiiie e 4-11
General Window - General Tab With NOLES .......cocviviiiiiiiiiiee e 4-11
Assignment Window - ASSIgNMENt Tal .......c.eeeiiireiiieeiieeee e 4-14
Completion Information RequiredWindow ............ccceeiieriiiieiniee e 4-15
Site(S) WINAOW - SITE(S) Tab .....eeiiiieiiiee e 4-16
Site INfo - General WINGOW...........eiiiiiiieiie et 4-17
Site Info - Dwelling Structure Window - Dwelling Structures Tab..................... 4-20
Site Info Dwelling Structure Window (1 Of 2) .....cccceeiiieeiiiie e 4-21
Site Info Dwelling Structure Window (2 0f 2) .....ccccueeiiieeiiiie e 4-21
COopY SITUCTUrE WINAOW ...ttt e e 4-25
Site Info - Accessories Window - AcCeSSONeS Tah .......evvvveeeviieeniie e 4-28
Site Info - Accessories Maintenance WIindow ............cceevveeeneeenieeenieeeseeee e 4-29
Site Info - Garages (Detached) Window - Garages (Detached) Tab.................... 4-31
Site Info - Garages MaintenanCe WIiNdow...........occueeeierenieeenie e 4-32
Site Info - Other Structures Window - Other Structures Tab .........ccccevieennene. 4-34
Site Info - Other Structures Maintenance Window............ccceevveeenieeenieeesieeeene 4-35
Site Info - Recreational Facilities Window Recreational Facilities Tab................ 4-37
Site Info -Recreational Facility Maintenance Window .............ccccovceeeiieneniennne. 4-38
Site Info - Utilities Window - UtilitieS Tah........coooeeiiiiiiiieeeee e 4-40
Site Info - Unusua Features Window - Unusual Features Tab ...........cccccvenneeene. 4-41
Unit Composition (Revenue) Window - Unit Composition (Revenue) Tab......... 4-42
Unit Composition (Revenue) Detail WINdOw ............cccceeeiieriniieeniieenieeeseeeee 4-43
Composition Of UNItSWINAOW .........cooiiieiiiiiiiiie e 4-44

Unit Composition (Non Revenue) Window - Unit Composition (Non Rev) Tab.4-47

iv-iii



DAP User Guide for Lenders

Release 1.4.1

Chapter 4: A&E
Analysis
April, 2001

LIST OF FIGURES (CONTD.)

Page
Figure 4-31. Unit Composition (Non Revenue) Detail Window ............cccevveeeiiineniiieenienenne 4-48
Figure 4-32. Composition of UNitSWINCOW .........ccceoiiiiiiiieiieeiiecieesee e 4-49
Figure 4-33. Unit Amenities Window - Unit AmenitieS Ta ........cooveeeiiieriiiie e 4-52
Figure 4-34. Project Amenities Window - Project AmenitieS Tab.........ccooovevieeniienieniienneene 4-53
Figure 4-35. Project Services Window - Project ServicesS Tab.......occevvieeeiiiee e 4-54
Figure 4-36. REPOMS WINUOW ......ccviiiiiiiiiiiie ittt 4-55
Figure 4-34. Print Preview WINAOW. .......cc.ooiiiiiieiicieee et 4-56
Figure 4-38. Copy AnalySISMenU OPLiON..........oeeiiiieiiiieeeiieee e 4-57
Figure 4-39. Assignment List Window - By Project NUMDEr ... 4-58
Figure 4-40. Copy from Previous Assignment Window - Completed Assignments................. 4-58
Figure 4-41. Copy A&E from Previous AnalySis Dialog BOX ........ccccueeriieiiiieeiniieeniee e 4-59

LIST OF TABLES

Page

Table 4-1. Alternative Options for Command BULLONS............cceeiiiiiiiiie e 4-4

iv-iv



DAP User Guide for Lenders Chapter 4: A&E
Analysis

Release 1.4.1 April, 2001

Architectural and
Engineering:
Processing an
A&E Analysis

Overview Asan approved lender or

subcontractor, you will be
able to use the DAP system
to complete n Architectural
and Engineering (A& E)
assgnment. An A&E analysis
isthe reporting of the
physical characteristics of a
project.

The A&E subsystem is used
to perform an Architectural
and Engineering analysis for
the project application being
considered. This subsystem
allows you to enter the
physica characteristics of
each property included in the
project. The A& E assignment
must be completed prior to
starting the Cost assignment
because relevant information
from A&E assignment is
imported into the Cost
subsystem.

The A& E process functions
the same way for all program

types.

Key Points

This chapter provides an overview of the
A& E subsystem and instructions on how
to perform the functions necessary to
complete an A& E analysisin DAP. The
following topics are covered:

Retrieving A& E assignments;
Viewing A& E windows and tabs;
Processing in the Generd tab;
Processing in the Assignment tab;
Processing in the Site(s) tab;
Processing in the Unit Composition
(Revenue) tab;

Processing in the Unit Composition
(Non Revenue) tab;

Processing in the Unit Amenities tab;
Processing in the Project Amenities
tab;

Processing in the Project Services tab;
and

Copying an A& E assignment.
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The A&E subsystem iswhere the A& E Analyst enters information about each site on a property.
All structures are documented, including project amenities and services. Detailed information for
revenue and non revenue units is entered by unit type.

After logging onto the system, the Development Application Processing window (Figure 4-1)
displays a Menu bar and Toolbar. See Chapter 2, Section 2.3.1.2, Menu Bar and Tool Bar, for a
complete description of each menu option and toolbar icon.

For optimal use, set your monitor display areato 800x600. For more detailed instructions, refer to
Chapter 2, Section 2.3.4, Changing Monitor Display.

Menu Bar
Toolbar

Figure 4-1. Development Application Processing Window
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Alternative Options for Command Buttons

The command buttons that display on windows and dialog boxes allow you to execute functions
in DAP. When two or more command buttons are available, you can use one to proceed with
executing your work and the other to perform a different action. The stepsin this guide tell you
when to select a command button to complete DAP work. Table 4-1 shows the alternate

command buttons that you can optionally use.

Table 4-1. Alternative Options for Command Buttons

When the next step is click . ..

You can optionally click . ..

to execute a function (e.g., change

project name or project status).

Lancel |16 not complete the action.

: <] to save your work before
executing another function (e.g., save before
closing, save before exiting).

H I
(=]

to not save but still execute the next
function.

Lancel |16 not save and not complete the next

A to exit DAP.

to stay logged onto DAP.

to search the database.

Lancel to not search the database.

Reszet

o c o
- S -
o
=,
= o
= >

to delete your search criteria and
optionally enter new search criteria.
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4.1 Retrieving Assignments

Once an application has been entered into the Tracking subsystem, an assignment is made to the
A&E subsystem. Only the individual assigned to the project can enter or edit in an A&E
assignment. However, anyone may view the assignment.

The Assignment List window (Figure 4-2 and Figure 4-4) displays the details of current A& E
assignments, including Multifamily Project Name, Version Number, Proj/FHA Number,
Assignment Discipline, HUD Saff Name, Staff Field Office, Phase Name, Assigned Date,
Complete Date, Target Date, Assign ID, Admin Close, MAP, Official, and Assignment
Comments.

25 Note: The DAP system links to a national database that includes projects from field offices across the

country. The list is extensive, therefore, the system provides you with several criteria to narrow your
search. Refer to Section 3.1.10, Retrieving Applications, for details on how to search for a project.
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Figure 4-2. Assignment List Window (1 of 3)
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Figure 4-3. Assignment List Window (2 of 3)
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Figure 4-4. Assignment List Window (3 of 3)
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To retrieve the A&E assignment:

1.

From the DAP Main window, click on Eile, Open, Technical Processing, and the
Assignment Sear ch window displays.

Enter your search criteria.

Select A& E as the Discipline Type.

Click on , and the Assignment List window displays.

To select an A&E assignment:

1.
2.
3.

Scroll down the assignment list to view all projects assigned to you.
Select the desired A& E assignment from the list.

From the Eile menu, select Open, and the General window displays.
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4.2 Processing an A&E Analysis

After you select an A& E assignment from the Assignment List window, the A& E subsystem
displays the General window (Figure 4-5). The Project Name and the Project/FHA Number
displays in the header on most subsystem windows. There are eight tabs for processing the A& E
analysis, and the system displays the General tab first. To use the tabs on this window, the system
requires you to enter the date the analysis will begin. Refer to Section 4.2.1,

47
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Starting and Ending an A& E Analysis.

Figure 4-5. General Window
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421

Starting and Ending an A&E Analysis

Before alowing you to enter data in any of the A& E tabs, the system requires a start date. Upon
completing the analysis, you must enter a complete date. It is important that you follow the
process steps below each time you start and end an analysis.

To process an A&E assignment:

1.

N o g &~ W DN

Select the Assignment tab and enter the current date in the Start field (see Section 4.2.3,
Assignment Tab).

Save your work.

Select the Genera tab and enter your A& E notes (see Section 4.2.2, General Tab).
Save your work.

Select the remaining tabs and enter your A& E data.

Complete the A& E analysis.

Select the Assignment tab and enter the current date in the Complete field
(see Section 4.2.3, Assignment Tab).

Save your work.

Note:  After you enter the complete date and save your work, the system will not allow you to change
any of the data, including your notes. You can only view data in the A& E assignment.

4-9
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4.2.2 General Tab

The Generd tab on the General window (Figure 4-6) is where you enter A& E notes about a
project. Up to five separate entries can display in the Notes list box. The first 15 characters will
display for each note entry. A vertical scroll bar displays whenever there are six or more entries.
Other DAP users can only view your notes. Y ou can add, edit, copy, and paste entries. Y ou can
also delete items and restore or undo the deleted items. The restore feature must be used before
you save a deleted item.

Projact Mame hlnunl'.urrum FrogiFH& Mymber,
ansand | L raGowormon | UndConpsion | und Frps | Progn
N |“""‘“°" | Lol ! i ! et e A i o R e
[
Fmach | ATEGENET )

Figure 4-6. General Window - General Tab
To enter a note:
1. Select the General tab, and the General window displays.
2. From the Eile menu, sdect New, and the General Noteswindow (Figure 4-7) displays.

~¥ ALE General Notes
:J oK I
Cancel I
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Figure 4-7. General Notes Window

3. Enter your notes. The window is designed to allow the text to wrap.

4. Clickon to save the note and return to the General window (Figure 4-8).
The system displays the first few characters of the note.

2 Diaavdigpment Apicatan Piniossng
Els ks Hulo
DD E e e

Frajart Hame Jardian Campia FmjiFH& Mumber
| Urd Cormpasiion Ul Corapasiion Lird L Progot
Sinmeusl |nmﬁe-- | el | ﬂn".m| | Nmnmrm' Srmiims | drwrdar | Seveca:
[
e ol et 1P §
= A ik

Figure 4-8. General Window - General Tab with Notes

5. Saveyour work.

To edit a note:
1. Select the General tab, and the General window displays.
2. Sdect the note you want to change.
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3. From the Eile menu, sdect Open, and the General Notes window (Figure 4-7) displays.
4. Enter the new data.

. ) ) If notes already
If you overwrite text by mistake, click on and exist, press the

repeat steps 1 through 4. End key to begin
your comments

3. Clickon to close the General Noteswindow, after the last

note. If you

and the General window displays. inadvertently
4. Saveyour work. overwrite any
existing
comments, click
on LCancel to

return to the
General tab and
start again by
repeating steps 2
through 4).
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To delete notes:

1.

o

Select the General tab, and the General window displays.

2. Sdlect the note you want to delete.
3.
4

Click on the right mouse button, and the Edit menu opens.

. Select the Delete option, and the Confirm Delete message displays asking are you sure

you want to delete the item.

Click onli 1o delete the note.

Save your work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore deleted notes:

Select the General tab, and the General window displays.

Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

Select Restor e, and the Restor e window displays.

Select the item you want to restore.

Alternative Option

. Select Al
Click onL_=522

Click on , and the deleted note(s) displaysin the Notes list box on the

General window.

Irvert Selection

to select all items or to select and de-sdlect items.

Save your work.
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4.2.3 Assignment Tab

The Assignment tab on the Assignment window (Figure 4-9) is the second tab in the A& E
subsystem. Y ou select this tab to begin and end an A& E assignment. Notes that were entered in
Tracking can be viewed only from the Tracking subsystem.

The Assignment tab is divided into three sections: background information, assignment dates, and
staff member responsible for the A& E analysis. Most of the datais view only and originated in the
Tracking subsystem, except for the Start Date and Complete Date.

et A P
denHEe ERE | B

Framrt Mame Wandian Conp ko FrogiFHi b mier
| e Congrr-ar Ut Comapmgieon Urd Prsn Proget
G | At |$""" ||=hvl'-m| !Nmﬁlnn.ll Arsaiiy | Avardar | Sevcar |
Elnasn; fw Frocesmng Descipline: 555
Fietd Cffce: | v #[ 1
L |
Cuest
Pz eaen exf ﬁil.l'.ml = Fﬁl'ii.l'.':nl
Target: [AERO00 S T
Feaxpeorciis G Humkar
Craf Mare Fnﬁimnt.u:m Dfcial [ ] |
Fiach B

Figure 4-9. Assignment Window - Assighment Tab

When you finish processing the assignment, enter the Complete date. All of the required data must
be present for the system to accept the Complete date and save the data. If it is not, the system
prompts you with awindow listing al missing data.

Changes can be made to the analysis at any time up until the point that the Complete date is
accepted. After the analysisis saved, no changes can be made to the analysis.

To change or update the analysis after the Complete date is accepted, a new assignment must be
created in Tracking, and you must perform a new analysis.
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To enter a start date for the A&E analysis:
1. Select the Assignment tab, and the Assignment window displays.
2. Enter the current date (MM/DD/YY YY) in the Sart Date field.
3. Saveyour work.

To enter a complete date for the A&E analysis:
1. Select the Assignment tab, and the Assignment window displays.
2. Enter the current date (MM/DD/YY YY) in the Complete Date field.
3. Saveyour work.

If dl required data has been entered and the complete date is accepted by the system, the
A&E assgnment is closed.

If additional dataisrequired, the Completion Information Required window (Figure 4-10)
displaysalist of errors describing the data needed. All errors must be resolved in order to close

the assignment.

-~ ALE Completion Information Required [_ O] x|
hame Etror Message

For Site 3000279 Site Square Feet 1s required

Assignrment Mismatch in the no. of Revenue Units defined in Trac
Assignment Mismatch in the no. of Mon-Revenue Units defined in
Assignment Mismatch in the no. of Revenue Units defined in Trac:
Assignment Mismatch in the no. of Mon-Revenue Units defined in
| | 2+l

LClose I Print I

Figure 4-10. Completion Information Required Window
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4.2.4 Site(s) Tab

The Site(s) tab on the Sites(s) window (Figure 4-11) isthe third tab in the A& E subsystem. It
displays each site that was included in the project application and entered in the Tracking
subsystem. Y ou can add and edit site information.

Jen|d e ARG R

Framrt Mame Wandian Conp ko FrogiFHi b mier
e Congrr-or Ut Comapmgieon Urd Prsn Proget
Gritwersd: | ugved - Sdtoda] Hn:-ml !Nmﬁlnn.ll Brarsims | Awardar | Savea: |
Sireed Aildrdss Dy
Fmach | ATEG R[S L]

Figure 4-11. Site(s) Window - Site(s) Tab

To display site information:

1. Select the Site(s) tab, and the Site(s) window displays
2. Select the site you want to open.

3. From the Eile menu, select Open, and the Site Info - General window displays.
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4241 General Tab

The Genera tab on the Site Info - General window (Figure 4-12) displays information in three
sections: site, parking, and commercial income information. Enter data in whole numbers, and the
system will format the information. Y ou can add and edit data on this tab.

i Dy el Applicatisn Fracezsing

Be El Ui Lock Wi Heo
0| IEmEE P

ESie Infe - Geneiadl

Frogec Mang har:hal 221 [d) ¢4 RHeww Canstruchon ProgFHa Numbar EI:II:I35D'|3
Sie Fllkﬁ.

Liasiizl

Faatum

Ganeal | Dwelip ) Garages [ Flecrasd onad
=) CERTS l"'“""‘“" ||D-I|:h|d'| Stctum | Facbes

==

St Mama [ils

Sia Squam Foal | SO0 Sifg Aeres 0.57|

Zeing: |1 4556

ankied]
rﬂhlemie-i | 100 il | |

il b
r i b G DL L | B b Lewats: |

{Fieacy TE2ED0 TR

Figure 4-12. Site Info - General Window
To add details about a site:
1. Select the Site(s) tab, and the Site(s) window displays.
2. Select the site you want to open.

3. From the File menu, select Open, and the General tab on the Site Info - General window
(Figure 4-12) displays.
4. Enter the site information:
Ste Name;
Ste Sguare Fest;
Ste Acres, and
Zoning.

5. Enter the parking information:

Attended; and
Salf.
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6. Enter the commercial income information:
Area Grown Level; and
Other Levels.

7. Saveyour work.

To edit details about each site:
1. Select the Site(s) tab, and the Site(s) window displays.
2. Select the site you want to change.

3. From the Eile menu, select Open, and the Genera tab on the Site Info - General window
(Figure 4-12) displays.

4. Enter the new data.

5. Saveyour work.
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4.2.4.2 Dwelling Structures Tab

The Dwelling Structures tab on the Site Info - Dwelling Structure window (Figure 4-13)
displays al buildings associated with the project. An existing structure and its related information
can be copied into this tab (see Section 4.2.4.2.1,
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Copying Structure Information). Y ou can add, edit, and delete structures. Y ou can aso
restore or undo deletions before leaving the A& E subsystem.

Fi Ech Www Jook lbndos Hee

Do H MMEBEESE T

Frojmci Name hilﬁhﬂl'lﬂ{u:lll] by’ o i 01
Sie fOmmA

ProgFHE Number ﬁmiiﬂﬁ

fanriy || ITRSN |m-e>:u-ﬁ

B s Niker ! Fist o ol [ITE
Celsrhadd Snchew: | Faclimz Liiie Fasssx
Sawoure Hame Sinucters Type | Siruciual nm Gross Floar fren Moo of Usiis

Copy Sheutbure Babsrmation |

RS A -1 1]

| ST

Figure 4-13. Site Info - Dwelling Structure Window - Dwelling Structures Tab
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To add a dwelling structure:

1. Select the Dwelling Structures tab, and the Site Info - Dwelling Structur e window

(Figure 4-13) displays.

2. From the Eile menu, select New, and the Site Info Dwelling Structure window displays

(Figure 4-14 and Figure 4-15).

* ARk Site Inio Dwelling Shuciure

Project Information

Structure Hame: '
Ewilding Trpe ﬁ
Mo ofElevstors: [ |
Mo, of Storins 17
Foundsclon Type: lﬁ
Basernant Flooe Type: l—;l
Reeriue Lngs: I—
o Revanus Lnks: l—

e Buill I

Construction Type: I

Stuciural System I

Floor System: I

Eaterior Finigh |

Heating System I

AT Bystem I

[E5 WER HE  EQN SR TS

Deralling Building Areas

Gross Floor Area I
Buil hGaraga: |~ ves ™ Mo
Lobly Ares 1

Bzsamar , Blorage Area |

Bt In Garapa Aiwa |

Hall, Stairs, Eler &z |

bet. |

e |

13

=

Figure 4-14. Site Info Dwelling Structure Window (1 of 2)
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Figure 4-15. Site Info Dwelling Structure Window (2 of 2)
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3. Enter the project information:
Structure Name;
Year Built (enter year if structureis aready built, e.g., rehab, refi, acquisition);
Building Type from the drop-down lit;
Construction Type from the drop-down list;
No. of Elevators from the drop-down lit;
Structural System from the drop-down list;
No. of Sories from the drop-down list;
Floor System from the drop-down list;
Foundation Type from the drop-down lit;
Exterior Finish from the drop-down lit;
Basement Floor Type from the drop-down list;
Heating System from the drop-down list;
Revenue Units;
AIC System from the drop-down list; and
Non Revenue Units.

4. Enter the dwelling building areas information:
Gross Floor Area;
Basement, Storage Area;
Built In Garage (select aradio button);
Built In Garage Areg;
Lobby Areg;
Halls, Sairs, Elev. Area;
Net (enter a description of other areas, maximum of three);
Area (enter square feet for other areas, maximum of three);and
Residual Area.

5. Click on to return to the Site Info - Dwelling Structur e window

(Figure 4-13) displays.

Alternate Option
Add

Click on to save the current entries and clear dl thefields. Add more
dwelling structures using steps 4 and 8.
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6.

Save your work.

To edit dwelling structure information:

1.

Select the Dwelling Structures tab, and the Site Info - Dwelling Structur e window
(Figure 4-13) displays.

From the File menu, select New, and the Site Info Dwelling Structur e window displays
(Figure 4-14 and Figure 4-15).

Click on the data field you want to change.

Enter the new data.

Click on to return to the Site Info - Dwelling Structur e window.

Save your work.

To delete a dwelling structure:

1.

Select the Dwelling Structures tab, and the Site Info - Dwelling Structur e window
(Figure 4-13) displays.

Select the structure you want to delete.
Click on the right mouse button, and the Edit menu opens.

Select the Delete option, and the Confirm Delete message displays asking are you sure
you want to delete the item.

Click onl: .| to delete the structure.

Save your work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore a deleted dwelling structure:

1.

Select the Dwelling Structures tab, and the Site Info - Dwelling Structur e window
(Figure 4-13) displays.

Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

Select Restor e, and the Restor e window displays.

Select the item you want to restore.
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Alternative Option

Click on L2210 select all items or ™5™ *%E5%°1 |+ select and de-select items.

5. Click on , and the deleted dwelling structure displaysin the Site I nfo -
Dwelling Structure window.

6. Saveyour work.
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42421 Copying Structure Information

The Site Info - Dwelling Structure window (Figure 4-13) displays the Copy Structure
Information button. This button allows you to make multiple copies of information from an
existing structure for another property in the project. Use this time saving feature when there are
additional structures in the project that contain identical or similar information. Y ou can copy a
structure from any property in the project. After it is copied, you can edit and delete the
information. Y ou can aso restore or undo deletions before leaving the A& E subsystem.

To copy a structure:

1. Select the Dwelling Structures tab, and the Site Info - Dwelling Structur e window
(Figure 4-13) displays.

2. Select the structure you want to copy.

LCopy Structure Information

3. Click on
displays the selected structure.

, and the Copy Structure window (Figure 4-16)

ASE Copy Structure

Site Name
Cite A ightise Structural Concrete 25000 EII

Site &

gK|
_ Cancel |

Cancel

Select Humber of Copies: |1 .

Figure 4-16. Copy Structure Window

4. Clickon E to select the number of copies.

5. Click on , and the Dwelling Structures tab displays the copied structure(s).
6. Saveyour work.
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To edit copied structure information:

1.

Select the Dwelling Structures tab, and the Site Info - Dwelling Structur e window
(Figure 4-13) displays.

Select the structure you want to change.

From the File menu, select Open, and the Site I nfo Dwelling Structur e window
(Figure 4-14 and Figure 4-15) displays.

Click on the data field you want to change.

Enter the new data.

Click on to return to the Site Info - Dwelling Structur e window.

Save your work.

To delete copied structure information:

1.

Select the Dwelling Structures tab, and the Site Info - Dwelling Structur e window
(Figure 4-13) displays.

Select the structure you want to delete.

3. Click on the right mouse button, and the Edit menu opens.

4. Select the Delete option, and the Confirm Delete message displays asking are you sure

you want to delete the item.

Click on : to delete the structure.

Save your work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore a deleted dwelling structure:

1.

Select the Dwelling Structures tab, and the Site Info - Dwelling Structur e window
(Figure 4-13) displays.

Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

3. Select Restore, and the Restor e window displays.

4. Select the item you want to restore.

Alternative Option
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Select All Irvert Selection

Click on to select all items or to select and de-sdlect items.

5. Click on , and the deleted structure displaysin the Site Info - Dwelling

Structure window.
6. Saveyour work.

4-27



DAP User Guide for Lenders

Release 1.4.1

Analysis

4.2.4.3 Accessories Tab

The Accessories tab on the Site Info - Accessories window (Figure 4-17) allows you to enter
accessory structures associated with the property and its dimensions. All accessories must be
entered in the Accessories tab. Examples of accessories are a clubhouse, computer room, laundry
room, etc. Thereisinitialy no information in thistab for a new A&E assignment. Y ou can add,
edit, and delete accessories. Y ou can also restore or undo deletions before leaving the A& E

subsystem.
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Figure 4-17. Site Info - Accessories Window - Accessories Tab
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To add accessories:

1. Select the Accessories tab, and the Site Info - Accessories window (Figure 4-17)
displays.

2. From the Eile menu, select New, and the Site I nfo - Accessories M aintenance window
(Figure 4-18) displays.

AEE - Site Info - Acceszories Maintenance

t‘ Name Area | | OK I

Cancel |

Add

Figure 4-18. Site Info - Accessories Maintenance Window

3. Enter the new data.

Add

4. Clickon to insert a blank line and continue adding new accessory structures.

5. Clickon to return to the Site I nfo - Accessor ies window.

6. Saveyour work.

To edit an accessory:

1. Select the Accessories tab, and the Site Info - Accessories window (Figure 4-17)
displays.

2. Select the accessory you want to change.

3. From the Eile menu, select Open, and the Site Info - Accessories M aintenance window
(Figure 4-18) displays dl existing accessories.

4. Click on the data field you want to change.
5. Enter the new data.

6. Click on to save the changes and return to the Site Info - Accessories
window.
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7.

Save your work.

To delete an accessory:

1.

Select the Accessories tab, and the Site I nfo - Accessories window (Figure 4-17)
displays.

Select the accessory you want to delete.

Click on the right mouse button, and the Edit menu opens.

Select the Delete option, and the Confirm Delete message displays asking are you sure
you want to delete the item.

Click on Lk J to delete the accessory.

Save your work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore a deleted accessory:

1.

Select the Accessories tab, and the Site I nfo - Accessories window (Figure 4-17)
displays.

Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

Select Restor e, and the Restor e window displays.

Select the item you want to restore.

Alternative Option

Click on ' |0 select all items or I™*" *#==™" | {5 select and de-select items.
Click on , and the deleted accessory displaysin the Site Info - Accessories
window.

Save your work.
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4.2.4.4 Garages (Detached) Tab

The Garages (Detached) tab on the Site I nfo - Gar ages (Detached) window (Figure 4-19) lists
each garage that is detached from the property building. You can add, edit, and delete garage
information. Y ou can a so restore or undo deletions before leaving the A& E subsystem.
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Figure 4-19. Site Info - Garages (Detached) Window - Garages (Detached) Tab
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To add a garage:

1. Select the Garage (Detached) tab, and the Site Info - Gar ages (Detached) window
(Figure 4-19) displays.

2. From the File menu, select New, and the Site I nfo - Gar ages M aintenance window
(Figure 4-20) displays.

ALE - Site Info - Garages Maintenance

t‘ Name Area | | DK l

Add

Figure 4-20. Site Info - Garages Maintenance Window

3. Enter the new data.

Add

4. Clickon

to insert ablank line and continue adding new accessory structures.

5. Click on to return to the Site I nfo - Garages (Detached) window.

6. Saveyour work.

To edit a garage:

1. Select the Garage (Detached) tab, and the Site Info - Gar ages (Detached) window
(Figure 4-19) displays.

2. Click on the garage you want to change.

3. From the Eile menu, select Open, and the Site Info - Gar ages M aintenance window
displays.

4. Enter the new data.

5. Click on to return to the Site Info - Garages (Detached) window.
6. Saveyour work.
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To delete a garage:

1. Select the Garage (Detached) tab, and the Site Info - Garages (Detached) window
(Figure 4-19) displays.

2. Select the garage you want to delete.
3. Click on the right mouse button, and the Edit menu opens.

4. Select the Delete option, and the Confirm Delete message displays asking are you sure
you want to delete the item.

5. Click on to delete the garage.

6. Saveyour work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore a deleted garage:

1. Select the Garage (Detached) tab, and the Site Info - Gar ages (Detached) window
(Figure 4-19) displays.

2. Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

3. Select Restore, and the Restor e window displays.

4. Select the item you want to restore.

Alternative Option

. Select Al
Click onL_=522

5. Click on , and the deleted garage displays in the Site Info - Garages

(Detached) window.

Irvert Selection

to select all items or to select and de-sdlect items.

6. Saveyour work.
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4245 Other Structures Tab

The Other Structures tab on the Site Info - Other Structureswindow (Figure 4-21) iswhere
you enter the name of al other structures on the property and their dimensions. This excludes
dwellings, accessory structures, and garages that you entered in Sections 4.2.4.2 through 4.2.4.4.
Y ou can add, edit, and delete other structures. Y ou can aso restore or undo deletions before
leaving the A& E subsystem.
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Figure 4-21. Site Info - Other Structures Window - Other Structures Tab
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To add other structures:

1.

2.

Select the Other structures tab, and the Site Info - Other Structur es window
(Figure 4-21) displays.

Click on File and select New, and the Site Info - Other Structures M aintenance window
(Figure 4-22) displays.

ALE - Site Info - Other Structures Maintenance

Name Area | | DK l

Add

Figure 4-22. Site Info - Other Structures Maintenance Window

Enter the new data.

Add

Click on to continue adding new structures.

Click on after entering the last structure to return to the Site Info - Other
Structures Maintenance.

Save your work.

To edit other structures:

1.

Select the Other structures tab, and the Site Info - Other Structur es window
(Figure 4-21) displays.

Select the structure you want to change.

From the Eile menu, select Open, and the Site Info - Other Structures M aintenance
window (Figure 4-22) displays.

Click on the structure you want to change.

Enter the new data.

Click on to return to the Site Info - Other Structures window displays.

Save your work.

4-35



DAP User Guide for Lenders Chapter 4: A&E

Analysis

Release 1.4.1 April, 2001

To delete other structures:

1.

Select the Other structures tab, and the Site Info - Other Structur es window
(Figure 4-21) displays.

Select the structure you want to delete.
Click on the right mouse button, and the Edit menu opens.

Select the Delete option, and the Confirm Delete message displays asking are you sure
you want to delete the item.

delete the item.

Click on i | to delete the structure and return to the Site Info - Garages
(Detached) window.

Save your work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore a deleted other structure:

1.

Sdlect the Other structures tab, and the Site Info - Other Structur es window
(Figure 4-21) displays.

Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

Select Restor e, and the Restor e window displays.

Select the item you want to restore.

Alternative Option

. Select Al
Click onL_=522

Click on , and the deleted structure displays in the Site Info - Other

Structur es window.

Irvert Selection

to select all items or to select and de-sdlect items.

Save your work.
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4.2.4.6 Recreational Facilities Tab

The Recreational Facilities tab on the Site Info - Recreational Facilities window (Figure 4-23)
lists each recreational facility located on the property. Examples of recreational facilities are
playgrounds, tennis courts, and swimming pools. Y ou can add, edit, and delete recreational
facilities. Y ou can aso restore or undo deletions before leaving the A& E subsystem.
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Figure 4-23. Site Info - Recreational Facilities Window Recreational Facilities Tab
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To add a recreational facility:

1.

Select the Recreational Facilities tab, and the Site I nfo - Recreational Facilities window
(Figure 4-19) displays.

From the File menu, select New, and the Site Info - Recr eational Facility Maintenance
window (Figure 4-24) displays a blank row.

" ALE - Site Info - Recreational Facility Maintenance

l D escriEtiun Area || oK
e LCancel |
Add

Figure 4-24. Site Info -Recreational Facility Maintenance Window

Enter the new data.

Click on , and the Recr eational Facilities window displays the new data.
Alternative Option

) Add
Click on =

to display ablank line and add more recreational facilities.

Save your work.

To edit a recreational facility:

1.

Select the Recreational Facilities tab, and the Site I nfo - Recreational Facilities window
(Figure 4-19) displays.

Click on the facility you want to change.

From the File menu, select Open, and the Site Info - Recreational Facility Maintenance
window (Figure 4-24) displays.

Enter the new data.

Click on to return to the Site Info - Recr eational Facilities window.

Save your work.
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To delete a recreational facility:

1.

Select the Recreational Facilities tab, and the Site I nfo - Recreational Facilities window
(Figure 4-19) displays.

Select the facility you want to delete.
Click on the right mouse button, and the Edit menu opens.

Select the Delete option, and the Confirm Delete message displays asking are you sure
you want to delete the item.

Click on Lk J to delete the recreational facility and return to the Site Info -
Recreational Facilities window

Save your work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore a deleted recreational facility:

1.

Select the Recreational Facilities tab, and the Site I nfo - Recreational Facilities window
(Figure 4-19) displays.

Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

Select Restor e, and the Restor e window displays.

Select the item you want to restore.
Alternative Option

. Select Al
Click onL_=522

Click on , and the deleted recreational facility displaysin the Recreational

Facilities window.

Irvert Selection

to select all items or to select and de-sdlect items.

Save your work.
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4247 Utilities Tab

The Utilities tab on the Site Info - Utilities window (Figure 4-25) displays two utility types:
Water and Sewer. Y ou can indicate whether the water and sewer utilities are part of a public
utility system or acommunity utility system. Y ou can aso note how far the utilities are from the
property’s site. Y ou can enter and edit utility information.
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Figure 4-25. Site Info - Utilities Window - Utilities Tab

To enter utility information:

1.

2.
3.
4.

Select the Utilities Tab, and the Site I nfo - Utilities window displays.
Select the type of water utility, and enter the distance in feet from the site.
Select the type of sewer utility, and enter the distance in feet from the site.

Save your work.

To edit utility information:

1.

2
3.
4

Select the Utilities Tab, and the Site I nfo - Utilities window displays.
Click on the data field you want to change.
Enter the new data.

Save your work.
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4.2.4.8 Unusual Features Tab

The Unusual Features tab on the Site Info - Unusual Features window (Figure 4-26) lists any
unusua site conditions on the property. You can select and de-select an item.
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Figure 4-26. Site Info - Unusual Features Window - Unusual Features Tab

To select unusual features:
1. Select the Unusual Features tab, and the Site Info - Unusual Featur es window displays.

2. Select the check boxes next to the features that you need. An “x” indicatestheitem s
selected.

3. Saveyour work.
4. From the Eile menu, select Close, and the Site(s) window displays.

To de-select unusual features:

1. Select the Unusual Features tab, and the Site Info - Unusual Featur es window displays.
Select the check boxes next to the appropriate items. The “x” no longer displays.
Save your work.

A 0D

From the File menu, select Close, and the Site(s) window displays.
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4.2.5 Unit Composition (Revenue) Tab

The Unit Composition (Revenue) tab on the Unit Composition (Revenue) window (Figure 4-27)
allows you to define the characteristics of each revenue unit in aproject. A summary of al entries
display on this tab by unit type. Unit type is based on the number of bedrooms in a unit. Revenue
unit composition data is linked to the entire project, not to a specific property in a project. You
can add, edit, and delete unit information. Y ou can aso restore or undo deletions before leaving
the A& E subsystem.

4 Development Apobestion Processng
Fia Whndou - Help

Db BB aas ¢

4 AEE - Unit Composition [FAovenus]

Prafect Marne: enda=n Complo PrapFHA Numiber.

Livsi Prgerd, i Ficject
Armndes | Amenbe i Spnvines

Unit Composthn

PREEEEE |$ix-|=| s Uni Eoropoon

Feneal Mo Flerveews]

Wt Type | Moo @ Units | Living Avea pertnit  Gompasition

K| | L
Toted Bnits [0

Flack: 10 I 0z

Figure 4-27. Unit Composition (Revenue) Window - Unit Composition (Revenue) Tab
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To add unit composition data:

1. Select the Unit Composition (Revenue) tab, and the Unit Composition (Revenue)
window displays.

2. From the Eile menu, select New, and the Unit Composition (Revenue) detail window
(Figure 4-28) displays.

ALE -Unit Composition [Revenue]
Unit Type: RN - |
No Of Units: I Living Area: I
Statutory Limit: i 5

Elevator Status: Ir Elevator * Non-Elevator

Type of Employee: l

Unit Location: i

Composition Code ! Quantity ! Composition Assignment

oK LCancel

Figure 4-28. Unit Composition (Revenue) Detail Window

3. Enter the unit composition (revenue) information:

Unit Type from the drop-down list;

No. of Units;

Living Area;

Elevator Satus, select the radio button;

25 Note:  Statutory Limit automatically calculates after Unit Type Code and Elevator Statusare
entered. Subsequently, if either value changes, the Statutory Limit field is updated.
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Composition Assignment

4. Click on
displays.

,and the Composition of Units window (Figure 4-29)

| Cnmiusitiun Name I, Composition Name
Living Room % |

Farnily Room

Balcony " i

Loft

Fireplace

Den

Kitchen €< i

Foyer e

ﬁing Area < |

Kitchen/Dining Area

Living Roorm/Dining
Fatio ~|

Cancel |

Figure 4-29. Composition of Units Window

The Composition of Units window (Figure 4-29) consist of two list boxes. The Available
list box contains the options you can select to define the unit type. The Assigned list box
displays al selected options.

5. Select an option from the Available list box, and click on
the Assigned list box.

Alternative Option

Click on_22

to move the option to

to move all options from the Available list box to the Assigned box.

6. Continue selecting options and clicking
assigned.

until all appropriate options have been

OR

Remove options from the Assigned list box and return them to the Available box by
clicking on:

£

to remove one option, or
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<L

to remove al options.

Click on to return to the Unit Composition (Revenue) detail window.

Note: Onthe Unit Composition (Revenue) detail window, the system default for composition
guantity is one (1) for each room. You can increase the quantity.

10.

Enter the Quantity for each room.

Click on to return to the Unit Composition (Revenue) window.

Save your work.

To edit unit composition data:

1.

10.

Select the Unit Composition (Revenue) tab, and the Unit Composition (Revenue)
window (Figure 4-27) displays.

Select the unit type you want to change.

From the Eile menu, select Open, and the Unit Composition (Revenue) detail window
(Figure 4-28) displays.

Click on the data field you want to change, and enter the new data.

Click on Composition Azsignment
displays.
Enter the new data.

, and the Composition of Units window (Figure 4-29)

Click on to return to the Unit Composition (Revenue) detail window.

Enter the Quantity for each room, if applicable.

Click on to return to the Unit Composition (Revenue) window.

Save your work.
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To delete unit composition data:

1. Select the Unit Composition (Revenue) tab, and the Unit Composition (Revenue)
window (Figure 4-27) displays.

2. Select the unit type you want to delete.
3. Click on the right mouse button, and the Edit menu opens.

4. Select the Delete option, and the Confirm Delete message displays asking are you sure
you want to delete the item.

5. Clickonl 1to delete the item.

6. Saveyour work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore unit composition data:

1. Select the Unit Composition (Revenue) tab, and the Unit Composition (Revenue)
window (Figure 4-27) displays.

2. Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

3. Select Restore, and the Restor e window displays.

4. Select the item you want to restore.
Alternative Option

. Select Al
Click onL_=522

5. Click on , and the deleted composition of rooms displays in the Unit

Composition (Revenue) window.

Irvert Selection

to select all items or to select and de-sdlect items.

6. Saveyour work.
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4.2.6 Unit Composition (Non Revenue) Tab

The Unit Composition (Non Revenue) tab on the Unit Composition (Non Revenue) window
(Figure 4-30) allows you to define the characteristics of each Non revenue unit in a project. A
summary of all entries display on this tab by unit type. Unit type is based on the number of
bedroomsin a unit. Revenue unit composition datais linked to the entire project, not to a specific
property in aproject. You can add, edit, and delete unit information. Y ou can also restore or
undo deletions before leaving the A& E subsystem.

4 Development Apobestion Processng

Fia ieincou Help

Db BB aas ¢

4 AEE - Unit Composition [FAovenus]

Prafect Marne: enda=n Complo PrapFHA Numiber.

Unit Composthn

hagigrment |$ix-|=| {Flavanus] LI O

dorendss | Amenies i Spnvines

Uni Eoropoon

Feneal Mo Flerveews]

Wt Type | Moo @ Units | Living Avea pertnit  Gompasition

K| | L
Toted Bnits [0

Flack: 10 I 0z

Figure 4-30. Unit Composition (Non Revenue) Window - Unit Composition (Non Revenue) Tab
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To add non revenue unit composition information:

1. Select the Unit Composition (Non Revenue) tab, and the Unit Composition (Non
Revenue) window displays.

2. From the Eile menu, select New. The Unit Composition (Non Revenue) window
(Figure 4-31) displays.

ALE-Unit Composition [HNon Revenue]
Unit Type: RN - |
No Of Units: I Living Area: I
Statutory Limit: i 5

Elevator Status: Ir Elevator * Non-Elevator

Type of Employee: ! ;!

Unit Location: l

Composition Code ! Quantity ! Composition Assignment

oK I LCancel

Figure 4-31. Unit Composition (Non Revenue) Detail Window

3. Enter the unit composition (revenue) information:

Unit Type from the drop-down list;

No. of Units;

Living Area;

Elevator Satus, select the radio button;

25 Note  Statutory Limit automatically calculates after Unit Type Code and Elevator Statusare
entered. Subsequently, if either value changes, the Statutory Limit field is updated.
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4. Click on Composition Assignment
displays.

, and the Composition of Units window (Figure 4-32)

| Cnmiusitiun Name I, Composition Name
Living Room % |

Farnily Room

Balcony " i

Loft

Fireplace

Den

Kitchen €< i

Foyer e

ﬁing Area < |

Kitchen/Dining Area

Living Roorm/Dining
Fatio ~|

Cancel |

Figure 4-32. Composition of Units Window

The Composition of Units window (Figure 4-29) consist of two list boxes. The Available
list box contains the options you can select to define the unit type. The Assigned list box
displays al selected options.

5. Select an option from the Available list box, and click on
the Assigned list box.

Alternative Option

Click on_22

to move the option to

to move all options from the Available list box to the Assigned box.

>

6. Continue selecting options and clicking
assigned.
OR
Remove options from the Assigned list box and return them to the Available box by
clicking on:

until all appropriate options have been

< .
to remove one option, or

<L

to remove al options.

4-49



DAP User Guide for Lenders Chapter 4: A&E

Analysis

Release 1.4.1 April, 2001

7. Click on to return to the Unit Composition (Non Revenue) detail window.
&5 Note: The system default for composition quantity is one (1) for each room. You can increase the

guantity.
8. Enter the Quantity for each room.
9. Click on to return the Unit Composition (Non Revenue) window.
10. Saveyour work.

To edit unit composition data:

1.

10.

Select the Unit Composition (Revenue) tab, and the Unit Composition (Revenue)
window displays.

Select the unit type you want to change.

From the Eile menu, select Open, and the Unit Composition (Non Revenue) detall
window displays.

Click on the data field you want to change, and enter the new data.

Click on LEomeesition Assignment |, ojit the optionsin the unit type, if applicable, and the

Composition of Units window (Figure 4-29) displays.

Enter the new data.
Click on to return to the Unit Composition (Non Revenue) detail window.
Enter the Quantity for each room, if applicable.

Click on to return to the Unit Composition (Non Revenue) window.

Save your work.
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To delete unit composition data:

1. Select the Unit Composition (Revenue) tab, and the Unit Composition (Non Revenue)
window (Figure 4-30) displays.

2. Select the unit type you want to delete.
3. Click on the right mouse button, and the Edit menu opens.

4. Select the Delete option, and the Confirm Delete message displays asking are you sure
you want to delete the item.

5. Clickonl 1 to delete the item.
6. Saveyour work.

Alternative Option
Restore the deleted item before saving (see the restore procedure below). Otherwise, after
you save, the restore option is not available.

To restore unit composition data:

1. Select the Unit Composition (Revenue) tab, and the Unit Composition (Non Revenue)
window (Figure 4-30) displays.

2. Move the mouse pointer inside the list box, and click on the right mouse button to open
the Edit menu.

3. Select Restore, and the Restor e window displays.

4. Select the item you want to restore.
Alternative Option

. Select Al
Click onL_=522

Irvert Selection

to select all items or to select and de-sdlect items.

5. Click on , and the deleted composition of rooms displays once again on the
Unit Composition (Non Revenue) window.

6. Saveyour work.
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4.2.7 Unit Amenities Tab

The Unit Amenities tab on the Unit Amenities window (Figure 4-33) displays the amenities that
could be available in al units. Y ou can select and de-select amenities. Entering descriptionsin the
Fireplace(s), Security System(s), and Other (specify) text boxes are optional.

# Develupmarl Applicatise Piocacaing
B windea Heb
Jen | HE e YEeE|

Praject Narres: Planian Cometa ProfFHE Humber [~
el e T i gl ek O o
I~ Hanges (325 or Eoc | [~ Disposaklompactor
1™ Bafng [Gamar Blec) I &t Condbonng dcamesd arwandowd
T Wi Wy I Diskweazner
T Cama I windos) tregimene [Binds, drapee, shades)
I Haleon 1 Patin "7 Firaplecals) l—
T Laundey Hookups: [in umis) [T Genirty Systergs)  Descilis |
™ Upperlwsal suultad caibngBhylightis] Mo |
T ‘washiDryenin uni=)
| Chiher [speciy] |
Fready | T T

Figure 4-33. Unit Amenities Window - Unit Amenities Tab

To select unit amenities:
1. Select the Unit Amenities tab, and the Unit Amenities window displays.

2. Select the check boxes next to the appropriate amenities, and check marks (v') display
indicating the items are selected.

3. Enter brief details in the text boxes for Fireplace(s), Security System(s), and Other
(specify), if applicable.

4. Saveyour work.
To de-select unit amenities:
1. Select the Unit Amenities tab, and the Unit Amenities window displays.
2. Select the check marks you want to delete, and the check marks (v") no longer display.

When you de-select an amenity that has details in its text box, the system deletes the
description.

3. Saveyour work.
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4.2.8 Project Amenities Tab

The Project Amenities tab on the Project Amenities window (Figure 4-34) allows you to define
the amenities to be used in the entire project. Y ou can select and de-select project amenities.

# Develupmarl Applicatise Piocacaing

B windea Heb

Jen|HE e HEeE|
-] |
Praject Narres: Planian Cometa ProfFHE Humber [~

1 Ui Compostion | Uinik Composibon | Lind Pasiiel | Prgac:
Besgranan i‘:iﬂ!l Wi [Mon Fevam.l frverdies  Amenilier | Ceresr

™ Gugst Rporode) o ™ 'Coreranly Ropmiz] N
" SaiinaSieam Roomis] Ha. | I Svimming Pocifs] Ho.

" Eegrcise Roomis) Na. T Racquetbal Couris) Mo
™ Tannk Coun(s) Ma, ™ Pienc®ay amafe] Mo

™ Laundry Faciilles fooin)

Genaal

I” Project Securty Gy=temys)  De=cnbo |

I JacuzziesiCommuniy Whirpoafsl Pl !

™ Ditbear |apecity} |

Fiziody [ENADIRIRE

Figure 4-34. Project Amenities Window - Project Amenities Tab

To select project amenities:
1. Select the Project Amenities tab, and the Project Amenities window displays.

2. Select the check boxes next to the appropriate amenities, and check marks (v') display
indicating the items are selected.

3. Enter brief details in the text boxes for Fireplace(s), Security System(s), and Other
(specify), if applicable.

4. Saveyour work.

To de-select project amenities:
1. Select the Project Amenities tab, and the Project Amenities window displays.
2. Select the check marks you want to delete, and the check marks (v') no longer displays.

When you de-select an amenity that has details in its text box, the system deletes the
description.

3. Saveyour work.
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4.2.9 Project Services Tab

The Project Services tab on the Project Services window (Figure 4-35) allows you to define the
services available in the project for al units. The services are listed on the tab by type of utility
(Gas, Electric, and Other). One or more services may can be selected per utility type, e.g., for the
gas utility, if the project provides gas heat and gas cooking, check the appropriate boxes next to
the services. Y ou can select and de-select project services.

s
denHEe ERE | B

I Geawigsi
Framrt Mame Wandian Conp ko FrogiFHi b mier
bt T i i
e el ET el et 0 LI e 4
Gae | Haat [~ Hal ‘Witer [ Cooking ™Ak Condianing
Ebr: [ Hew I o Wier [ Cackmg [ ArCondionng T Lighsiei
Otiee [ Hast [ Hat Wt [ Waier = |
Fmach | ATEG Bl S e

Figure 4-35. Project Services Window - Project Services Tab

To select project services:
1. Select the Project Servicestab, and the Project Services window displays.

2. Select the check boxes next to the appropriate services that use gas, electricity, and other,
and check marks (v") display in each box indicating the items are selected.

Enter brief detailsin the text box for Other, if applicable.
4. Saveyour work.

To de-select project services:
1. Select the Project Services tab, and the Project Services window displays.
2. Select the check marks you want to delete, and the check marks (v') no longer displays.

When you de-select an amenity that has details in its text box, the system deletes the
description.
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3. Saveyour work.

4.3 Reports

The Reports window (Figure 4-36) option allows you to generate several reports associated with
the A& E analysis. You can view, print, and save reports. For detailed information, see Chapter
11, Reports.

To generate a report:

1. Select the General tab, and the General window displays.

2. From the Eile menu, select System Reports, and the Reports window (Figure 4-36)
displays.
¥ ALE - Heports

Name of Report o]

ection A
HUD - 92264 Section B } Cancel |
HUD - 92264 Section C

HULD - 52264 Section D

HUD - 52264 Section A-1 to A-B Attachment
HUD - 92264 Section A-13a) Attachment
HLID - 92264 Section A-13b) Attachment
HUD - 52264 Section A-14 Attachment

HUD - 92264 Section A-16a) Attachment
HLID - 922264 Section A-16b) Attachrment :_]

Figure 4-36. Reports Window

3. Select areport, and click on , and the report displaysin the Print Preview
window (Figure 4-37).
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Figure 4-37. Print Preview Window
. Close . . .
4. Clickon to close the window, and the General window displays.
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4.4 Copying from Previous A&E Assignment

After the Complete Date is accepted in the Assignment tab, all A& E information isview only. If
you need to add or change any information in the closed assignment, a new assignment must be
assigned from the Tracking subsystem. The new assignment will only contain data that was
entered in the Tracking subsystem. It will not contain the information you entered in the previous
assignment. If you can till use most of the data from the previous assignment, the Copy Analysis
menu option (Figure 4-38) saves you the step of retyping the information. This option copies all
information from the previous assignment into the new assignment. Y ou can then add, edit, and
delete the information that needs changing.

<Y window Hep =l
New
Dperi
LCloze
Save Ctrl+S
Frint Screen

Figure 4-38. Copy Analysis Menu Option

The following information is copied from the previous A& E assignment to the new assignment:

all properties and related information, structures and related information, unit composition
definitions, and Tracking notes. The related information in the new assignment will be replaced
with information from the copied assignment. The previous assignment’s Sart Date and Complete
Dateisthe only datathat is not copied into the new assignment. You will need to enter current
dates in these fields when you begin and end the new analysis.
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To copy a previous A&E analysis:

1.

From the Assignment tab, enter the current date to close the current assignment
(for instructions, refer to Section 4.2.3, Assignment Tab).

From the Eile menu, close al project windows and return to the DAP Main window.
Request a new assignment from the Tracking Analyst.

Search the database by the project number, and the Assignment List window displays all
versions of the assignment for the project (Figure 4-39).

= (=TS
—

MF Frojact | Marsion BrojFHA Az pignrmant Hud Staff =
Maimp Milirtar Mufribr Cciplrn Fiak

Itarshall 231 [elifdi Mawe ©f 2 DOO3s0H3. MR Slngman Anchor:

Morshall 220 Mew . 3 | 0035003 JA8E isragman Ak
1] | |

Figure 4-39. Assignment List Window - By Project Number

Select the most current version of the A& E assignment from the Assignment List
window, and the General window displays.

From the File menu, select Copy Analysis, and the Copy from Previous Assignment
window (Figure 4-40) displays al closed assignments.

2 ARE - Copy Foom Paewvious Assignmesnd [ <] I

Fleld Ofice Pegigament Hud Seaffl Mame | Phate Manme BPesign K I

[haty

[EEEE  Cowd

| F] fzmlyn e man iﬁrm

‘ 2

Figure 4-40. Copy from Previous Assignment Window - Completed Assignments

The Copy Analysis menu option becomes active after the Tracking Analyst makes a new
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10.

assignment for the project.

Select the most current analysis (based on the highest version number).

Click on , and the Copy from Previous Analysis dialog box (Figure 4-41)
displays.

Copy ALE from Previous Analysis !

/? &l the current information for this analysiz will be wiped out and will be replaced with the
zelected ALE analysiz. Continue?

Figure 4-41. Copy A&E from Previous Analysis Dialog Box

Click on , and the system copies all data from the previous assignment,
except the Complete Date.

From the Assignment Tab, start the A& E analysis (refer to Section 4.2.1, Starting and
Ending an A& E Analysis).
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